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INTRODUCTION

‘ PURPOSE: REIMBURSEMENT

Student | Travel &

The Hopkins SAP Travel Manager is the Hopkins SAP transaction for Hopkins employees! to request
reimbursement for money spent on behalf of Hopkins. Expenses may be travel or non-travel related. An SAP
Hopkins Travel transaction is known as a ‘TRIP,” whether or not expenses include travel purchases. Hopkins
SAP Travel is not used to make travel arrangements.

REQUESTING REIMBURSEMENT FOR OTHERS: TRAVEL ASSISTANT ROLE

Travel Request Assistant is the Hopkins SAP role which allows you to request reimbursement for another
person. Alternatively, the Travel Reimbursement Requester role allows a person to request reimbursement for
themselves only. You might have both roles, or they may be combined into the Assistant role to allow you to
request for yourself and others.

WHAT EXPENSES: FOLLOWING HOPKINS AND DEPARTMENTAL GUIDELINES

The Hopkins SAP Travel Manager is designed to streamline the reimbursement of Hopkins employees and
agents. All expenses must fall within institutional, departmental, and other applicable guidelines and approval,
and should be verified before money is spent. Travel Assistants entering expenses on behalf of employees
must receive appropriate receipts and verifications, which can be scanned and stored as business documents
against the expenses entered. Any supporting information can be entered within the Trip or individual receipts
comments section/s. For travel-related expenses, a Travel Assistant may also request signature on a paper
printout of the “Results” page of the Travel Manager, which can then also be scanned and uploaded as a
business document for future verification.

HOPKINS SAP TRAVEL: PART OF HOPKINS SUPPLY CHAIN

The Johns Hopkins SAP Supply Chain system controls the flow of goods and services. Hopkins SAP Travel is the
transaction which allows Hopkins to reimburse employees for goods and services purchased on behalf of
Hopkins, which makes this process part of the Supply Chain system.

Purchase Order (PO) Shopping Cart The vendor requires a purchase order before providing
supplies.
Vendor Invoice (for designated  Online Payment Hopkins does not require that a purchase order be
non-PO purchases) Request created to provide these specific supplies.
Employee Expense Receipt Travel and Expense Items are initially purchased using an individual’s personal
Reimbursement funds

! Expenses to be reimbursed non-employees are submitted via the “Non-Employee Travel Reimbursement Form” found under “Forms” on the

Accounts Payable website, http://ssc.jhmi.edu .

Introduction I Page 5
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OPENING AND STARTING

SAP.

LOGGING IN TO TRAVEL MANAGER

Log into SAP using the icon on your desktop , or through the ] R
myJohnsHopkins portal (http://my.johnshopkins.edu). SAASHA — g

Opening the Travel Manager

2.0pens SAP
. . software on your 1.0pens the Weh
Once in the SAP main screen, there are two ways to open the computer version of SAP
SAP Travel and Reimbursement screen (Travel Manager). a Travel

1. WebGUI (Web-based Graphical User Interface)
The Travel Reimbursement or Travel Assistant tab opens
a web site that receives your information and passes it back and forth to SAP. You can access this from
any computer connected to the Hopkins network. Click this tab to open the Travel Manager screen.

2. WinGUI (Windows-based Graphical User Interface) The ECC tab opens the SAP software on your computer
(the SAP Easy Access screen). The software must be installed® and the role assigned to your position for

3} Favorites |”‘_’3’ Please wait while the SAP ECC GUI for Windows I... Click the

%, To help protect your security, Internet Explorer blocked this ﬁ Download Bar [ o o]
or a button on a pop-up screen, and then the ECC tab again, for Weioome noviedge etk JEEY W GU1 SR oU oW Repor Cenier 3o Shopping
the software to open.

Once open, you will see the “SAP Easy Access Menu” title at the top. On the left will be al ia af ey

. . . SAP E: A - User M Fe
folders. Click the triangle to the left of “Travel & Business Expense...”, and then double- | ~ "’;" e ‘ e e
click the Travel Manager transaction. b Ol Favates
< {3 User Menu Far Sadhya Sabating
I [ Purchasing Display
< {3 Travel & Bushess Expense Request Assist

2 TRIP - Travel Manager

I ZMTRR_TRAVEL_WORK_LI - Travel v

this to be available?.

You may need to click a download line or box on your browser,

I O wem-Irwentory Display
b L whi-Reparts
> [ Security and Workfiow One Stop Shop A

SAP Easy Access Menu (Win GUI)

Whether you enter through the Travel tab (Web GUI), or Weizoms o e Travel Manager
[ [ | Caner ]St | [ s o, oGt | Sorea oo | g || gt Psann s
SAP Easy Access Menu (Win GUI), the initial Travel Manager

screen will appear.

The Initial Travel Manager Screen

! LAN Administrators will find installation information at http://h1support.ihu.edu/ .
2 Look for ZSR articles in the Hopkins SAP Update http://www.sapathopkins.org/ .
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CHANGE THE PERSONNEL NUMBER IF ENTERING OR CHECKING EXPENSES FOR ANOTHER
EMPLOYEE

For the SAP Travel Manager, employees are identified by their Personnel Numbers. When the Travel Manager first
opens, it defaults to your Personnel Number. You only need to change the Personnel Number if you are entering
expenses for someone other than yourself.

There are two methods to change the Personnel Number: 1. enter directly (best option); 2. search for an employee
using the TRIP search category.

ENTER THE PERSONNEL NUMBER DIRECTLY (BEST OPTION)

The best option is to obtain the Personnel Number at the time of the receipts so that it can be entered directly.
Click the Change Personnel Number button:

et i e e —————

el | Tools 4| || Infocenter: Contact Persons, Per Diems, Rates, ... | Settings... | More

WinGUI: an icon with ] % WebGUI: click More, then Change —— oot St oDl s
two little people. st |

Personnel Number in the buttons I-otétas Porsarigl Hunbt

port... With Ret.

at the top of the page.

4 Enter a personnel number

In the Change Personnel Number box, delete your Personnel Number which
displays by default, enter theirs, and click the Green Check.

i EEELY [=

L 1%]Es

SEARCH FOR THE PERSONNEL NUMBER USING THE TRIP SEARCH CATEGORY

You can use the SAP Travel Manager Personnel Number search to identify the Personnel Number of employees
within the organization. If you receive the error message ‘Results List Incomplete Due To Missing Authorization’

be sure to change the search category to TRIP as shown below. |@ e e

e Open the Change Personnel Number box as just described. [ Taver ezt =]
Enter a parsonnel nurmber:
e Click the search icon to the right of the Personnel Number display. j|*= [
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e Click the little menu
selection box to the far
right of the search box.
From the list of search

biurber (1) 2 Enties found Qe
<1 (e]Fm
v Lastnane - Frstname
Farsan I
DG srrar indicator
Persannel ID Hurmbier
Parttme smpiosess (O} |
Date arbin
Sitimess cartdata (A0
Orpanzstona sssignment

categories, select TRIP. !

e Enter the employee’s full last name. Or, enter just part of
the last name with asterisks/s (*) to show that there are

more letters.

e Click the Green Check mark at the lower left to start the

search.

e Double-click the correct person from the list that is provided.

Time Data Adrministralor
Sehedules

System user name
Parzan n chars of s3lss
Fayioll comaction run
PDC group

PDC 8 rec. 0 a1

Free saarch

(= Personnel Mumber (1) 687 Entries found

First name

#Tea [ARTART Al oo T wiw il L

jLakdL ]

EON R EEEEEY
[Perstio{Hane of Eig Bupic..

Ferstio |

I Jem [re

. [ —p—_ Ballimore i
Battmor Ml
s - 0 Baltinore i
o Battmore ML
- ] Battmorg Wiz
ool - oo
e ]

L If using the Web GUI, the TRIP category will not be visible. Click on the last visible option and reopen the search categories drop box. You will
notice that the options have progressed, click on the last visible option once more. You will need to repeat this process twice because the Web

GUI does not have a scroll bar in the drop down menu.

Opening and Starting
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ENTERING AN EXPENSE REPORT

The first step in entering an expense report is to select the type of Expense Report. Within the SAP travel Manager
there are two choices. For JHH/JHHS expenses always use the Create Travel Expense Report option.

e Create Travel Expense Report — Used to request Create Travel Request
Create Travel Expense Report ... With Ref.

reimbursement for expenses and mileage.
e Create Travel Request — Not used by JHHS and will not be Select "Create Travel

covered in this manual. Expense Report”

Next you will Choose a Trip Schema. The Trip Schema identifies what type of expenses will be entered into SAP.
Three types of Trip Schemas are:

e Non-Travel Expense Report:

All non-travel related purchases. No mileage,
Menu ‘| | Back | Cancel | Tools ‘| | Infocenter: Contact Persons, Per Diems, Rates, ..

parking, or tolls should be submitted under this

III7 Choose Trip Schema
option. Most commonly used to reimburse -
. Choose a Trip Schema Domestic Trip ]
wireless phone charges, payment of dues, and Domestic Trip
emergency office supplies. This section has e
fewer fields and less complexity when entering. vix|

e Domestic Trip:
All expenses related to local or out-of-town travel — including local mileage, parking, and tolls. Also
including out-of-pocket purchases with associated mileage, parking, and tolls.

e International Trip
All expenses related to international travel, including associated out-of-pocket purchases.

Once expenses are entered into one of the three schemas, you will then upload receipts, save, and submit.

ENTERING A NON-TRAVEL RELATED EXPENSE

A Non-Travel Related Trip is used to reimburse purchases that are not related to travel such as wireless phone
charges, payment of dues, and emergency office supplies. It cannot be used to reimburse mileage, parking, or
tolls.

ENTERING GENERAL TRIP DATA

Remember to change the Personnel Number if you entering an expense for someone other than
yourself. Instructions can be found in the Changing the Personnel Number section of the addendum.

Entering an Expense Report I Page 9
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Menu ‘| | Back | Cancel | Tools ‘| | Infocenter: Contact Persons, Per Diems, Rates, ..
1. From ‘Choose Trip Expense Schema’ screen = choose Trip schema

select Non-Travel Related Expense. This will Choose a Trip Schema Domestic Trip T

open the General Trip data and Expense SRS
International Trip

Receipt sections of the Non-Travel Related oTx]

Expense form.

2. Start of Trip

. | General Trip Data
Enter the date of the Start of Trip. For a Non-

Start of Trip |
Travel expense, the date of the receipt/s or a e =
single date for the reimbursement regardless of ﬂ.ﬁlternative Cost Assignment for Entire Trip, If Different to Master CA
the dates of the receipts. T/ Comments

3. Reason for Trip
This is a free text field in which you may briefly explain the purpose of the expense.

- Be as descriptive as possible to easily enable your Approver and any future accounting or auditing
personnel to answer any questions from the information that you entered.

4. Cost Assignment (Budget Number)

= (Click the blue expand button to the left of ﬁ.&lternative Cost Assignment for Entire Trip, If Different to Master CA
Alternative Cost Assignment for Entire Trip,
If Different to Master CA (Cost Assignment)

=  This will expand the Cost Assighment section, and display the |§§’ Cost Distribution
Cost Distribution button. Click that button next.
X X . EIl:UTrlp Data Maintain: Enhanced Cost Assignment for Entire Trip
- A table will then dISplay' You will enter [ %o, [co... [Bu... [Cost Center [Order [WBS Element [Network
your Cost Assignment (budget number) <OHENSSE—5569999986- Don't use this line, use the second|line. =
*—— Use this line. |

information on the SECOND line (first
blank line) in that table.

= C(lick into the % Distrib. field and enter
100 (no percentage sign), if it is to be
charged 100% to one Cost Center (JHHS)
or Internal Order (SOM). If the cost of the
Expense Report is to be distributed among
multiple Cost Centers and/or Internal S ——————— — S
Orders, enter the appropriate percentage JHEN [450_|s508980008
number followed by that Cost Center or A s
Order number.

(iids}
e

sl Rl @lx]

Trip Data Maintain: Enhanced ¢ grirnent for Ertire Trip

Click the green check on the lower left.

Entering an Expense Report I Page 10
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Cost Assignment far Entire Trip, If Different to Master CA

If additional information is needed to identify or explain

Comments . N
Alt

the Trip, or any of its elements, click open the

Comments box to type comments to Approver, Accounts Payable, or for questions which might arise when the
specifics of the expenses have been forgotten.

ENTERING RECEIPTS

Each receipt is entered individually. Depending on the category of receipt that you select, additional descriptions
and/or codes will be required.

Click the list button on the right side of i Expense Receipts

the Exp. Receipt field. This displays the i Recemniiio s PaperReceimExiS‘S

list of expense categories. T =
A . Fuel for personal car

Scroll up or down to locate the category for your receipt and click Fuel for rental car

Grnd Transportation (TaxilBus)

Immunizations -
4 | »H

on it to select.

Complete any additional required information based on =} &eiee seeas

Exp.Receipt 001 |Supplies =] Paper Receipt Exists
. (7| United States Doll Bl| on |01/25/200
the Expense Type selected. In this example, we have e e
s/

selected Supplies and so the screen changes to add two

Description

fields specific to the Supply expense. Note that the

Description and Reason have checkmarks which means %_ﬁ,ﬁ;ﬂ:ﬁjfmmRECE‘MUMWWWN
they are reqUIred fIE|dS’ o Transfer |D New Receipt ‘,{‘uhﬁ‘m Copy and Set Next Date ‘ E
[ TNo. Exp. Type [P... Tamount [curr... [pate [Rate

If additional explanation or notes are required for a specific expense, click to expand the Comments section
and enter.

If different Cost Assignment, or Cost Assignment percentages, is required for an individual receipt, open and
enter in Alternative Expense Receipt Cost Assignment.

When finished, click Transfer to place the information in the table below the header section.

You will note that the receipts are numbered 001, , : \
002, 003... s ot ek

Begiita’s Pirza st ey
To enable your Approver and Accounts Payable ™ puamber 14,2014
C:O - poso0 P
representative to match the receipts here, with S 575
. . . onstar Green Sliee $5.35
the PDF copies you provide for documentation, - 5200
Tax 2
organize and enter receipts in date order, and - sk 3
o 7
note the corresponding SAP receipt number on ot 2000 f] General Trip Data
your PDF copies to match. i Start of Trip 01

Entering an Expense Report I Page 11
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8. Click the Save button as many times as needed to retain your work. Saving early and often is a good rule.
Do not hit submit until you are ready to submit your expense report for approval.

CHECKING EXPENSE REPORT, UPLOADING RECEIPT, SAVING AND SUBMITTING EXPENSE
Checking Expense Report

Once all required information has been entered for the trip you will be able view all the information that
has been entered thus far. This will also allow you to print the Travel Certification Form and have it signed
and dated by the travel if this is required by your department.

To view the full trip information and print the Travel Certification Form, go to the Checking the Expense
Report section.

Uploading Receipt

To attach supporting documentation and receipts to your Non-Travel Related expense see the Uploading a
Receipt section.

Saving and Submitting

Once all required information has been entered and receipts have been attached — the expense is ready to
be saved and submitted. See the Saving and Submitting Expense Report section.

ENTERING DOMESTIC TRAVEL: LOCAL MILEAGE PARKING AND EXPENSES

Intended for any local travel which includes parking, mileage, and tolls. Mainly used for reimbursing local meeting
expenses.

ENTERING GENERAL TRIP DATA

Remember to change the Personnel Number if you entering an expense for someone other than
yourself. Instructions can be found in the Changing the Personnel Number section of the

addendum.

Entering an Expense Report I Page 12
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10.

From ‘Choose Trip ExPense Schema’ screen select Menu ‘| |F Back | Cancel | Tools ‘| | Infocenter: Contact Persons, Per Diem
Domestic Trip. This will open the General Trip data, I = choose Trip Schema
Mileage/Per Diem, and Expense Receipt sections of the Choose a Trip Schema Domestic Trip i
D t. T . f Domestic Trip
omestic Trip expense form. S ——
| %

General Trip Data

Start of Trip 01/09/2013
End of Trip 0172472013

Use full range of mileage if utilizing Mileage
- Or, a representative date for the month (such as first Distribution function
day of month) if you are entering the total mileage

Enter the date or date range:

- The full date range of mileage if you will be using the
Mileage Distribution function (below).

directly into the Miles/Km box (below). — This leaves Start of Trip A Time o0:00

L. End of Trip 1/1/13 - Time 00:00
open the remaining dates for other types of expenses — Fret Destin. Lol Expensis
if the person being reimbursed may be traveling or — US| Regon | | ALL PLACES
making project-based purchases. Reason for Trip |Januar:.r 2013 Local Mileage and Expenses

—

First Destination can describe the local area traveled, or ~ Can use representative date/s if Mileage being documented
outside of Mileage Distribution table. Must however be stated

simply state “Local Mileage and Expenses.”
in Reason for Trip and be limited to one month.

Trip Country fills in automatically.
Region: for local mileage, leave blank. For domestic and local travel, leave the Region blank unless required

by department. Step-by-step instructions for entering the region for domestic and international trips can be
found in the Entering the Region section of the Addendum.

Reason for Trip: must state the full date range of mileage and parking reimbursements, as well as purpose of

the travel and reimbursement.
Skip Additional Destinations and Advance.

Cost Assignment (Budget Number)

You can’t enter this until you scroll down to the Mileage and Per Diem
Reimbursement section, and select an “Activity.” (see next)

Scroll to the Mileage Per Diem Reimbursement section [T eductions

below the General Trip Data section, to the Activity Actnily
field. Select the best description. You will be unable to

. . . = . Business Meetin
enter the Cost Assignment in General Trip Data above Expense Receipts Co;ﬁisng .

until this is selected.

To enter the Cost Assignment, scroll back up to the General Trip Data section above. In this section you will
enter your Cost Center/s and/or Order/s (Internal Order).

Entering an Expense Report I Page 13
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=  First, open the Cost Assighment
box by clicking the blue expand ﬁ.ﬂxlternative Cost Azsignment for Entire Trip, If Different to Master CA
button to the left of Alternative Cost Assignment for Entire Trip, If Different to Master CA. (CA stands for
Cost Assignment.)
B>  CostDistribution

=  (Click the Cost Distribution button.

=  Atable will display for the Cost Assignment/s to be

charged Leave the f| rst row Complete|y untouched EII:UTrip Data Maintain: Enhanced Cost Assignment for Entire Trip

I % Distrib |Co... |Elu... |CostCenter ‘Order MEIS Element |N|
AHEMS5—55689889%8- Don't use this line, use the second il
#—— Use this line.

It will be replaced when you enter your charging
information in the second row.

=  Onthe SECOND row of the table which displays
(first blank row), click into the % Distrib. field and
enter just a number for the percentage of the full
Trip to be charged to the Cost Assignment. “100”, otlRlm - @l
or “50” if being split between multiple cost

7 e

assignments. The numbers must add up to 100.

= You may now enter the number of your Cost Assignment. Depending on what your department uses, this
will be a Cost Center, Order (Internal Order), or WBS Element. It can be only one of them. As a general
rule, Health System (Hospital) employees use the Cost Center column while School of Medicine
employees use Order (Internal Order). On the same line as the percentage number, enter your number in
the appropriate column, then click the T Data Mairtain” Enhancen Cost Assignment for Entire Trip
Green Check at the lower left. This % Distrin C0... [Bu. [Cost Gentar [Grder B Element Nativork

JHEM 450 4500999998
entry will set the Cost Assignment for [ED as05310001 [3)

the entire Trip.

11. Comments
If additional information is needed to identify or explain the Trip, or any of its elements add it to the trip
comment section. Click and open the Comments box to type comments to Approver, Accounts Payable, or for
questions which might arise when the specifics of the expenses have been forgotten. This area is used for any

and all eXp|anati0nS of the trip or expense. e Cost Assignment far Entire Trip, If Different to Master CA

lig]

ENTERING MILEAGE
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Use this section for all miles driven in a personal vehicle on approved Hopkins business, including

around-town mileage for meetings.

Mileage must display in the Miles/Km for reimbursement: Mieage and Per Diem Remburseme

Mileage Reimbursement

e either documented line-by-line within the Mileage Distribution box, after Miles/Km 172

which the number will automatically fill here...

E&M leage Distribution

e or, documented separately, after which the number must be manually into the Miles/Km box

1. If entering mileage details into Mileage Distribution:

e  Click the Mileage Distribution Missge Rerguerment
bUtton' o e Distribution

[Maale and &rrammadatinne
e Enter the Date, Mileage, and Start and End locations of

each leg of travel.

e Click the Mileage Distribution button again to close. The total will
automatically display in the Miles/Km box. SAP will calculate the
mileage reimbursement based on this number and the per mile
reimbursement rate for the date of the expense report.

2. If entering mileage as a total, and providing separate documentation:

5| Mileage Distribution
Date |TOG| . |Swrt Locati, |End Location
01/14/2013 4HH Bayview
| |o1/12/2013 dBayview  JHH
| |ors17/2013 410HH Suburban
| |o1/17/2013 41/Suburban  OHH
| |or/128/2013 411K Suburban
| |orr1z/2013 41Suburban  THH
(I [ E—

Mileage and Per Diem Reimburseme

Mileage Reimbursement
Miles/Km 172

PLgM leage Distribution

Documenting in an Uploaded File

e Within an Excel or Word file, detail the dates within that month
of mileage, the “from” and “to” locations, and the mileage for
each line, and Total. You can also use online mapping page/s
with this same information.

e Save as an Adobe PDF file. Upload this PDF with your receipts.

e Enter the Total miles into the Miles/Km box.

If you are documenting mileage separately, you must manually
enter the total here for SAP to calculate.

PO~V & WN -

A B C D

Date Start End Miles
1/14/2013 JHH Bayview 4
1/14/2013 Bayview JHH 4
1/17/2013 JHH Suburban a1
1/17/2013 Suburban JHH 41
1/18/2013 JHH Suburban 41
1/18/2013 Suburban JHH 41
TOTAL MILEAGE 172

Miller.Samuel Expenses.Jan.2013

[PoE et

E Mileage and Per Diem Reimbursement

Mieage Reimbursement
Miles/Km 17

Mileage Distribution

&7
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- Documenting within Comments:

3. You can view the reimbursement amount by clicking the Results reporting button at the

top of your screen.

Once finished, close the Mileage and Per Diem Reimbursement section by clicking the
collapse button to the left of it. This will enable you to view both the top General Trip
Data and bottom Expense Receipts section to be able to view and copy information

between them.

Cnmmenb;
e If you prefer, detail this same information within the Comments B R =S
. . 1/14/2013 JHH to Bayview 4 miles
section of General Trip Data. 1/14/2013  Bayview to JFH 4 miles
1/17/2013 JEH teo Suburban 41 miles
1/17/2013 Suburban to JHH 41 miles
1/18/2013 JHH to Suburban 41 miles
. . . 1/18/2013 Suburban to JHH 41 miles
« Enter the Total miles into the Miles/Km box
Anytime mileage is documented outside of the Mileage TR 172 mie
Distribution function, mileage must be entered manually here Mileage Reimbursement
for SAP to calculate for reimbursement. Mikes/Km 1
,ﬂ Ml Nictrihutinn

Miles/Km
';I Mila~man Mir

ENTERING RECEIPTS

Each receipt is entered individually. Depending on the category of receipt that you select, additional descriptions

and/or codes will be required.

1. Click the list button on the right side of
the Exp. Receipt field. This displays the
list of expense categories.

2. Scroll up or down to locate the category for your receipt and click

on it to select.

ﬁ Expense Receipts

Exp.Receipt 00l

F‘aperReceipt Exists

Fuel for other private car 1
Fuel for personal car

Fuel for rental car

Grnd Transportation (TaxilBus)

Immunizations -
1] I H

Do not select a PD or Paid category unless the employee is not to be reimbursed for

that receipt.

3. Complete any additional required
information based on the Expense Type
selected.

Exp.Receipt 001 Parking [ Paper Receipt Exists
Amount 11.00 USD United States Dollar | on
Short Info

21 comments
E Alternative Expense Receipt Cost Assignment

4. If additional explanation or notes are required for a specific expense, click to expand the Comments section

and enter.

5. If different Cost Assignment, or Cost Assignment percentages, is required for an individual receipt, open and

enter in Alternative Expense Receipt Cost Assignment.

Entering an Expense Report
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6. When finished, click Transfer to place the information in the table below the
header section.

7. Click the Save button as many times as needed to retain your work. Saving

early and often is a good rule. Do not hit submit until you are ready to

submit your expense report for approval. &5 General Trip Data
Start of Trip 01

CHECKING EXPENSE REPORT, UPLOADING RECEIPT, SAVING AND SUBMITING EXPENSE
Checking Expense Report

Once all required information has been entered for the trip you will be able view all the information that has
been entered thus far. This will also allow you to print the Travel Certification Form and have it signed and
dated by the travel if this is required by your department.

To view the full trip information and print the Travel Certification Form, go to the Checking the Expense

Report section.
Uploading a Receipt

To attach supporting documentation and receipts to your expense see the Uploading a Receipt section.

Saving and Submitting

Once all required information has been entered and receipts have been attached — the expense is ready to be
saved and submitted. See the Saving and Submitting Expense Report section.

ENTERING DOMESTIC OR INTERNATIONAL TRAVEL

Domestic Trip: Used for all local or out-of-town travel —including local mileage, parking, tolls. It also includes out
purchases associated with travel.

International Trip: Used for all expenses related to international travel, including associated out-of-pocket
purchases.

ENTERING GENERAL TRIP DATA

Remember to change the Personnel Number if you entering an expense for someone other than yourself.
Instructions can be found in the Changing

the Personnel Number section of the Menu.| |} Back | Cancel | Tools.|| Infocenter: Contact Persons, Per Diems, Rates, .
addendum. I|I7 Choose Trip Schema
Choose a Trip Schema Domestic Trip i
1. From ‘Choose Trip Expense Schema’ screen select Domestic Trip
. . e International Trip
Domestic Trip for travel within the US and ]
| %
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International Trip for international travel. This will open the General Trip data, Mileage/Per Diem, and Expense
Receipt sections of the Domestic Trip/ International Trip expense form.

2. Startof Tri
P s General Trip Data

Enter the first day of travel in the Start of Trip field. Start of Trip \ Time 00:00

You can select the date from the calendar tool on the End of Trip Time 00:00

right of the field or you can enter the date in the format mm/dd/yyyy.

3. End of Trip
In the same way, enter the last day of travel in the End of Trip field.

4. Destination (Where Traveler Went)

Enter the First Destin by typing in the name of the City

and State, and if applicable, Country. This is a text field Endoiing e o000
First Destin
and displays for Approvers and on reports.
5. Trip Country:
. . . , Trl;JC_‘nu_ntry us Region ALL PLACES NOT LISTED, US
e For Domestic, Trip Country defaults to ‘US.” ... =

e For International, leave blank unless you know the formal two-letter abbreviation. The abbreviation (code)
will automatically fill in when you search for the International Region (below).

5. Region:

For domestic and local travel, leave the Region blank unless required by department. For International Travel,
enter the 5 character Region Code using the search option. Step-by-step instructions for entering the region for
Domestic and International trips can be found in the Entering the Region section of the Addendum.

6. Reason for Trip
This is a free text field in which you must briefly explain the purpose of the expense. This text will display to the
Approver and will appear on reports.

7.  Skip the Additional Destinations and Advance sections.

8. Cost Assignment (Budget Number)
You can’t enter this until you scroll down to the Mileage and Per Diem
Reimbursement section, and select an “Activity.” (see next)
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7

. . __M\lEaDE and Per Diem Reimbursement
9. Activity Wieage Rembursermert
Miles/kKm
Scroll to the Mileage and Per Diem Reimbursement [ stk Distibuton
section and select an Activity from the pull down. Once Meale and Avcommodlions
. DPerDlem Reimbursement of Meals
selected, the SAP system will then allow you to enter

|7 Deauetions
=
your Cost Assignment (Budget Number). Aoty e ]
g e j‘ ﬂ}i

10. Cost Assignment (Budget Number)

To enter the Cost Assignment, scroll back up to the General Trip Data section above. In this section you will
enter your Cost Center/s and/or Order/s (Internal Order).

= First, open the Cost Assignment box by
clicking the blue expand button to the
left of Alternative Cost Assignment for Entire Trip, If Different to Master CA. (CA stands for Cost Assignment.)

ﬁ.&lternative Cost Assignment for Entire Trip, If Different to Master CA

- Click the Cost Distribution button. EE) Cost Distribution |
I|I7Trip Data Maintain: Enhanced Cost Assignment for Entire Trip
=  Onthe SECOND row of the &
- ) . % Distrib [co. [pu_ [cost center [order [WBS Element [Network
table which displays (first SHEHEE— ¢+ Don't use this line, use the second [line. o

blank row), click into the % L *—— Use this line.
Distrib. field and enter the B
percentage distribution, -
without a percent sign. For
example, “100”, or “50” if
being split between multiple
Cost Assignments. The

igls}
|
S

1

@ x|

numbers must add up to 100.

=  You may now enter the number of your

Trip Data Maintain: Enhanced ( signment for Entire Trip

Cost Assignment. Depending on what your % Distrio. Co... [Bu.. [Cost Genter |Order WBS Element

etwork
. . \JHEN |450 4508993598
department uses, this will be a Cost 10 s3a531 8081 [
Center, Order (Internal Order), or WBS

Element. It can be only one of them. As a
general rule, Health System (Hospital) employees use the Cost Center column while School of Medicine
employees use Order (Internal Order). On the same line as the percentage number, enter your number in the

appropriate column, then click the Green Check at the lower left. This entry will set the Cost Assighnment for
the entire Trip.
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11. Comments
If additional information is needed to identify or explain
the Trip, or any of its elements, click open the

Alternative Cost Assignment far Entire Trip, If Different to Master CA

Comments box to type comments to Approver, Accounts Payable, or for questions which might arise when the
specifics of the expenses have been forgotten.

...Mileage is only used during domestic and international travel if being reimbursed for local miles
driven to and from airport or employee vehicle is used in place of air travel for entire trip.

ENTERING RECEIPTS: AIRFARE

Important note: Because the Expense Report must cover the ACTUAL Travel Dates, Airfare must be processed
under the first date of the Travel even though the ticket was purchased prior to travel. Once paid, the Expense
Report can be opened to accept later expenses for additional payment.

ﬁ Expense Receipts
1. Click the menu icon on the right of the ExpRecelpt 001 |Airfare

Exp. Receipt field to view the Expense Amount [} |United States Doliar

. . . Short Infi
Receipt Categories, and select Airfare. ﬁ" A;‘d‘?ﬁona”mmanm

Document Mo.

[] Paper Receipt Exists
on  |02/01/2009

i)

Prov. Categ. Airline El| Provider =

Do not select Airfare Pd. by JH unless the traveler is NOT to be reimbursed for the
airfare cost.
2. Enter the Amount of the ticket.

3. Enter the date as the actual date of the receipt.

4. Enter the Ticket or Confirmation Number in the Document
No. field.

Eq

5. Enter the Airline Provider Code. Click the Provider field Prov. Categ.  |Ailine o FProvider @
and then click the search icon.

6. If the Search Criteria box is not immediately visible, click the triangle (Web GUI) or grey bar (Win GUI) to
open it.
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7. Inthe Provider Name field enter part of the name of the 0 Provier Coco 1
~ Search Criteria
airline. For example, type in “South” to search for Southwest Provider Gategory =5
Airlines. Then click Start Search. Double-click the Airline Name =™ Gl )
or click the Green Check to select it. e e
8. Click Transfer. At the message that date of receipt is ‘not o Transfer | NewReceipt |s&| |
within trip duration,” hit Enter to acknowledge and complete |_INo. [Exp. Type P |
transfer

ENTERING RECEIPTS: HOTEL (LODGING)

JHHS Employees Charging to JHHS Cost Centers!?

The Lodging category is limited to the standard amount allowed by grant -making organizations. For this

reason, lodging charges for JHHS employees charged to JHHS Cost Centers must be charged to the ancillary
Lodging in Excess categories.

1. For the total of room rate and taxes, add a single line. For a Domestic trip, select Lodging — US in Excess
of Max.

Do not select the PD category unless the person is not to be reimbursed for lodging

| Expense Receipts
A . Exp.Receipt 003 |Lodging - US in Excess of Max T []Paper Receipt Exists

2. The date/s should aUtomatlca”y fill Amount 435.00 USD United States Dollar B1| on |04/15/2013

in from General Trip Data above. From 04/15/2013|  To |04/20/2013 Number 5

Short Info

3. Enter the full amount of room E Additional Information

rates and taxes. City Akron

Country Region

4. Enter the City only.
5. If the traveler stayed in a Hotel Chain, click in the Provider box and then

the search icon to search for the code of that Hotel Chain. /

Provider @

6. If accommodations were provided by a non-chain, enter ZZZ as the code
directly.

7. Click Transfer to send the receipt to the table below.

! Most School of Medicine (SOM) departments follow the same procedure. Some SOM departments require lodging expenses be broken up
into the following expense categories: Lodging Taxes for US Taxes, Lodging (Room Rate allowed by SAP), and Lodging — US in Excess of Max.

For instruction on how to use these categories see the Lodging: SOM Employees, and JHHS Employees Charging to SOM Internal Orders section
of the addendum.
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8. Additionally, any non-lodging lines on a hotel bill (parking, meals, wireless...) are always entered and
noted on the receipt as separate line items by their own category.

Travel Expe

Menu ||

| General Trip Data
Start of Trip 01

9. After all receipts have been entered Click the Save button. Feel free to save as

many times as needed to retain your work. Saving early and often is a good rule.
Do not hit submit until you are ready to submit your expense report for
approval.

CHECKING EXPENSE REPORT, UPLOADING RECEIPT, SAVING AND SUBMITING EXPENSE
Checking Expense Report

Once all required information has been entered for the trip you will be able view all the information that has
been entered thus far. This will also allow you to print the Travel Certification Form and have it signed and
dated by the travel if this is required by your department.

To view the full trip information and print the Travel Certification Form, go to the Checking the Expense

Report section below.
Uploading a Receipt

To attach supporting documentation and receipts to your expense see the Uploading a Receipt section.

Saving and Submitting

Once all required information has been entered and receipts have been attached — the expense is ready to be
saved and submitted. See the Saving and Submitting Expense Report section.

Entering an Expense Report I Page 22



Reference | Expense Reimbursement

CHECKING THE EXPENSE REPORT (USING THE “RESULTS” BUTTON)

At any point, click the Results button to view all of the information you have entered thus far.

Student | Travel &

. . . B =
1. Click the Results button at the top of the window to view the _M ncel || Tools .l Resutts | Jocenter: Cont
information entered, along with updated calculations. Q

Standard Travel Expense Form

TRAVEL EXPENSE STATENENT

2. Scroll down through the screen to view and check cost
assignment/s, mileage, comments, and specifics for any e
Persommel Nbr:
expense_ Trip Wbr:

DNo Doc. Amount Crcy Date to Tumher CtryRegion

Also, check to make sure no “Paid” categories have been e T | P
selected unless traveler is not to be reimbursed. If any items

Category/Provider |Airline SOUTHUEST ATRLINES TEXAS

002 Lodging 770.00 USD  08/03/1Z 08/L0/12 7 Uz CA/LA|
Location testing
Category/Provider |Hotel Chain HOLTDAY INW

need to be corrected, select the SAP Back Button & at the e
top of the screen to return to the expense form. Go to the
Expense Receipt section and double click on the Receipt No.

that needs to be corrected. The receipt will become visible

within the Expense Receipts form — change the receipt

category to the correct option and click the Transfer button.

ITENIZIATION

Date ENo Receipt Amount in USD
Airfare Pd. by JH Paid by Company 359.00
Lodging - U3 in E 770,00
Itenization for Reimburs. Amount in USD 770,00

3. Atthe bottom of the document, is a certification form which
can be signed and dated by the traveler if such documentation
is desired.

4. To print Results from the WinGUI (SAP Easy Access Menu):

. . . . . . Lst EdE Goto System Hep

Save as a File then Print: If your local printer is not assigned, you can save the file, and g = ‘\ A lEeae
7 B ofce [
= Shit+#3  Reportng tree

J £

then open to print. Select List, Save, File.... From the upper left of the screen.

Select Rich Text Format, and click the green check. Browse to your selected file location, and
name and save the file.

To open the file to then print, either browse to the file and select Open — your
computer will select the program — or open from Microsoft Word, by first
changing the file type to “All Files,” so that the RTF file will be recognized. You
can print from the open document, and re-save as a Word document if preferred.

5. To print the Results page from the WebGUI, save the page first as a file, and then print. Select Menu, List,
Save, File... from the upper left of the screen.
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Select “Rich Text Format,” and click the green check. Browse to your selected | Stanard Travet £xpanse Form
file location, and name and save the file. o

To open the file to then print, either browse to the file and select Open — your
computer will select the program — or open from Microsoft Word, by first changing the file type
to “All Files,” so that the RTF file will be recognized. You can print from the open document, and
re-save as a Word document if preferred.

6. Click the SAP Back Button (little green circle with white check in WinGUI, a
button with the word “back” in the WebGUI) to return to the Expense
Reimbursement entry screen.

Al Files () )
Al Files ()

All Word Documents (*.doos”™.docm;” ot
Moed D el

Tools ~
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ATTACHING A RECEIPT (STORING A BUSINESS DOCUMENT)

Before you begin this procedure, you should have your receipts ready as PDF files. Use a copier with scan
capabilities or a desktop scanner to create the PDF files.

.

1. Save the expense report at least one time to receive a Trip Number (on top menu bar) @
Aftachment list
2. Locate the Services for Objects Icon (WebGUI — Upper Right, WinGUI — Upper Left). S g
Worow .
3. Click the list image on the right of the icon. :j’;g?;':;;emsema '

. . == Create Attachment Create...
4. Click Create — Store Business Document. el create note Attachmen
Create external document (URL) Private not
Store business document Send
Enter Bar Code Relationsh
5. Double-click — Travel Expense Document—PDF Format Only
Document Type |

=~ {3 Employee Trip
[2 Do Not Use-Migrated Docs Only!
8 Travel Expense docyment-PDF format O
23

3 Storing Files in Documents

6. Browse to the Scanned Document on your computer and Double-

. ) LookIn: | Desktop " @ @ E
C|ICk to SeIeCt it. |5 My Documents [ HopkinsOne
I3 My Computer [ Lack workstation
I My Network Places [} Microsoft Office Exc
5 DeskDrawer [ Microsoft Office Outl
[ EPR [ microsoft Office visi

7. Click the Green Check on the lower left of that window to save the Scanned Document to the Accounts
Payable server. It is now associated with your Trip (expense report) for your Approver, Accounts Payable, and
any future documentation needs.

NOTE: If you get an HTTP 500 error, simply close the Document Viewer windows to return to your expense
report. Repeat the same steps above. Most often, the second time is successful.

IMPORTANT: If the expense report is already saved and submitted, do not save again. Instead, back out using
the Back or Cancel Button.

8. If Trip has not yet been submitted, save and submit when completed. Do not save again after submitting,
unless to accommodate actual changes in Trip itself. If save again, submit again to keep in workflow.

NOTE: for users not able to scan as PDF: Go to http://ssc.jhmi.edu > Forms > Travel and Business Expense
Reimbursement Cover Sheet.
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VIEWING ATTACHED RECEIPTS

Follow these steps to view receipts that have been scanned and attached to the expense report.

1. Open the expense report. Locate the Services for Objects Icon (WebGUI — Upper Right, WinGUI — Upper Left).

(e

2. Click the list icon on the right to bring up your options as text.

3. Select Attachment List.

4. Double-click the document line (“Travel Expense document-PDF format ONLY”) to open your stored receipt/s.

- | T G TR

5. Use the Document Viewer Navigation Buttons to
view PDF files with more than one page (PDF display will
display just one page even if multiple pages — use the
Document viewer Navigation buttons instead).

Click through the pages using these navigation buttons.

Document Viewer Travel Expense documen

6. When finished viewing, click the SAP back button to close this view.

7. Then, close the next Document
Viewer window.

Onew 3|6 |[@| 2 | T

HERIBERBEERIE R EE

£ |attachmentFor0006014917
£ Icon [Tite |Creator Name |Created on 7| Gﬁd‘L\osﬁ‘
4| @ [Travel Expense document-POF form... | josfd/2010 | 9 ©

[ Y

= L
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SAVING AND SUBMITTING THE EXPENSE REPORT

All expenses for a specific out-of-town or oversees trip should be contained within a single Trip with the same

date range of the actual trip. Airfare, deposits, and advance fees (such as those for conferences) are usually
paid by the employee in advance —and should be reimbursed at the time of expenditure. SAP Travel is
designed for multiple incremental reimbursements submissions within a single Trip.

It is designed to allow you to re-save a Paid Trip, add new expenses or update previously submitted expenses,
for a second, third and so on, round of approval and incremental payment.

It also allows you to re-save an Open, unpaid trip, whether or not it has yet been approved.

The SAP Save button saves, gives you the opportunity to submit for Approval, and pulls a Trip back if used
after a Trip has been submitted.

1. Click the Save button as many times as needed to retain your work. Saving early and
often is a good rule.

Menu | |

time saved, and every time after that, a box will display to ask, “Are you ready to | General Trip Data
Start of Trip 0

The first time you save, your expense report will be given a Trip Number. The second

submit your Expense Report for Approval?” Click No each time until the expense
report is ready for review by the Approver. Note, if you do submit an Expense Report, and realize that you
need to make additional changes, simply save again. This will remove the document from workflow.

J= RS Complance Check
2. If you are entering an Expense Report for Domestic or S Corplance
. . “ . I attest that the trip was taken for business purposes and
International travel, you will see a checkbox, “I attest that the trip | | et vcetin wasota o consrationfor th e
was taken for business purposes and that vacation was not a major

consideration for the travel.”

As long as the purpose of the travel is Hopkins business, and only Hopkins business expenses are submitted for
reimbursement, then this statement is true and the box can be checked. Personal vacation time and expenses
spent at a business travel location prior to or following the business purpose is a frequent and acceptable
practice. If you are entering for another person, and wish documentation before checking this statement, you
can print the Results page, and request the traveler sign. See printing from the WinGUI and WebGUI in the
Results section of this document.

2. When you are ready to submit the Expense Report for @  Are you readyto submit your Expense Report for
approval, click Save. Once you have saved the report once, Approval?

every time after, you will receive the prompt “Are you ready to e —
Yes No | cancel

submit your Expense Report for Approval?” click Yes to submit
for approval.

3. Once you click Yes, your expense report is saved and submitted.
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Once the Expense Report has been submitted, do not save again unless you need to change,
update or resubmit the Expense Report, or to pull it back from the Approval flow.

6. Click the Back button to return to the initial Travel Manager screen before logging off.

OPENING AND RE-SUBMITTING A PAID EXPENSE REPORT

If you pay for portions of travel or other expense over a period of time, submit each expense as you spend the
money. You can then re-open the expense (Trip) once paid, to enter additional receipts. This contains all of the
associated expenditures in one central document, and enables you to be reimbursed in the most timely manner.

SAP will calculate payment by subtracting any previous paid total from the new total. If all previously entered
receipts remain the same, then the payment will be the new receipts only. If any previously paid receipt amounts
are changed (such as a changed airfare amount), that will be calculated into the amount paid, either reducing or
increasing the amount paid accordingly.

1. Once aTrip is paid, re-open from List of All Trips. See “USING LIST OF ALL TRIPS” within “CHECKING STATUSES
AND PAYMENTS”

2. In Comments, alert the Approver that this is a new submission of a previous paid Trip, and that only the
amount not yet paid will be paid.

3. Enter any new receipts.
4. Make any changes to previously paid receipts that might be needed (a change in airfare or hotel, for example)

5. Create a PDF file of additional receipts, numbered according to the new receipt line numbers, and upload. See
“ATTACHING A RECEIPT (STORING A BUSINESS DOCUMENT).”

6. Once complete, Save, and when prompted, click “Yes” to submit the updated Trip to the Approver.

7. View the Approver in Workflow (see “VIEWING WORKFLOW”), and if needed, alert the Approver that the
expense is a re-submission, and that only the unpaid amount will be paid.

See the Expense Report Management and Viewing Amounts and Multiple Payments on Paid Trips sections below.

Saving and Submitting the Expense Report I Page 28



Student | Travel &
Reference | Expense Reimbursement

VIEWING WORKFLOW

INTRODUCTION

Workflow is how a transaction routes through appropriate processes and approvals to be finished (in this case,
paid). Each time a Trip is saved, and then submitted, a new Workflow is initiated. If a previous Workflow was
initiated but not complete, it will be stopped, “logically deleted,” and replaced with the newly Workflow.

Additionally, anytime a Trip is in active Workflow, and re-saved, it will then be pulled back out of Workflow
(removed from the Approver’s inbox), and will need to be re-submitted, when will begin the Workflow process
anew.

However, once a Trip has been paid, that Workflow

Data on Linked Workfiows
is complete and cannot be changed. Instead, if you HEEEMEEREREEREIE]
are opening a previously paid Trip to add new Workflows for Object: 0015007621
. . . Title Creation Date |Creation... Status Task
recelpts, and SmeIt that Trlp for apprOVaI, a new Expense report 0015007621 approval for Wooten , Russel 11062011 13:49:42 |Completed  |Expe
. s are . Expense report 0015007621 approval for Wooten , Russel 11/06/2011 22:43:22 |Completed  [Expe
WOrkﬂOW WI” be InltlatEd that WI” not affeCt the Expense report 0015007621 approval for Wooten , Russel 11/2062011 12:42:16 |Completed  [Expe
preViOUSly completed one YOU can see a” WOI"kﬂOWS Expenze report 0015007621 approval for Wooten , Russel 11/21j2011 14:42:36 |In Process  [Expe
for a specific Trip from the Workflow view. It '
|
|| Current data for started workflow: Exzpense Teport 0015007621
View Workflow either from inside the Trip, or from approval for Wooten . Russel
your ECC Outbox |Steps in this process so far
: [T S S
VIEWING WORKFLOW FROM INSIDE THE TRIP
LI |
When you first submit a Trip, you can do a quick check from the Services for Object E: —
. . . 3
icon, selecting “Workflow,” Workflow overview.” ¢ & L [ '
Rz Jrrav
| es ]
1. Once the Trip in question is opened (and saved and submitted at dfxpemes s
least once), locate the Services for Objects Icon (WinGUI — Upper E o ol
Left, WebGUI - Upper nght) I Attachment list

E ! Private note

Send 4

workflow: \ wiotkflow overview

3. Select Workflow — Workflow Overview My Ohjects » | Archived workfiows

2. Click the list image on the right of the icon.

4. Top Section — The top section Data on Linked

displays all workflows initiated HIEIREBERERIERIEEREIED

for this Trip. Be sure to select the |y g0\ve for Object: 0006021587
most recent workflow to view its

bl lick th Title Creation D... |CreWion. .. [Status Task
current status. Double-click the Expense report 0006021587 approval for Enseor, Sara 10132011 |12:9:15 |Completed |Expense Rep
latest submission date to view Expense report 0006021587 approval for Enseor , Sara 11f01/2011 |0 49 |In Process  |Expense Ret

the current Workflow. (If Trip

has only been submitted one R

time, will already be selected.)
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5. Each time a Trip is re-saved, SAP will create a new Workflow. Any previous Workflow processes which are still
active will be “logically deleted,” or stopped. In this top section, any Workflow which is no longer active —
whether approved, rejected, or logically deleted, will display as “Completed.” You will need to view that line in

the section below to know the result of any line of Workflow.

6. Bottom Section — View Steps, Statuses, Agents. Scroll down to view the Workflow. There are many lines

which are simply statements of the steps performed by SAP.

=T

-

7. Look for the line, Approve Expense

|Steps in this process =o far

Step name

Report... under Step name. “Information”

Object USREOIDOHR Key CE01SMOSS1
Attribute NUMBER Walus

Object ZEBO 1065 Hes

will display in the Agent field until an

00070463

Attribute ZWAVS JHEMATT Value

Check if traveler is executive

Status Result Time stamp Agent
11-03-2011 — Horkflow

Completed 13:08:15  Gysten
11/03-2011 — Norkfas,.

Conpleted 13:08:20 SEéEEf“ck

11/03/2011 - Hork: "MOMmatiyn,

Completed Executed

Approver has opened the Trip. Click

Get Trawel Approvers

Information to see who has the document

Get Cost Center Approvers

to approve.

for Emploves Sabatinog

Approve Expense Report O00G021567

13:08:20  Syst!®W Poggp,
11/03,/2011 - Hork” PProverg
Completed 13:08:20 E
1l-s03-201
Conpleted 13:08
11-03-2
TR Ready 13:08 “'
Deadline f
Completed date 11/93/201
13:08:22 £
calculated

Date Offset Calculation

Get Actual Agents ond thedr Email Waiting

11-03-2011 —

Address

13:08:22

If only one Approver is required based on the Cost Assignment entered, : =
once the Approver approves, this step of Workflow is completed, and it

routes to Accounts Payable Shared Services. You will see “Trip...

Exp Ept 000019309 spproved

Approved” in the bottom left line of Workflow log to designate that Trip was approved by Approver.

8. If the Trip was rejected, click the step line that states “Expense
Report Rejected” for the explanation and any instructions from
the Approver on how to proceed.

Create Reject ~ Revise Hote for 11
the Emploves Reguest ~ Ezpense Completed ]
0015007654

Eao Rot 0015007654 zogected £or ¢jigk this line to view 1
Re je ction Note if provide d.

9. Note: if more than one Cost Assignment is charged, there may be two Approvers required.

10.
approve as well for the Trip to be completed.

11. If the Trip was re-saved, the “Approve Expense Report” step will
now display as “Logically Deleted.” Look for a later submission, or

re-submit to send through Workflow again.

12. Click the X in the upper right of the Workflow window to Close.

Note: if an “Optional” Travel Approver is assigned as well as a Primary Travel Approver, that Approver must

14:42:17
Gt Cost Center Approvers Completad LA, =
Approve Expense Report 0015007621 Logically 11-21-2011 -
for Employee Wooten Bussel Deleted 14:42:19
Deadline
Date Offsst Caloulation Complated date e e
14:42:20
calculated
Get Actual Agents and their Email Logically 11-21-2011 —

Jcoj=t e

s
=

See the next section on how to access this same information from your Outbox.

Viewing Workflow
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VIEWING WORKFLOW FROM YOUR ECC OUTBOX

Once your Trip is submitted for approval, you will want to check Workflow from your Outbox, so as not to open
the Trip when your Approver or Accounts Payable is seeking to open the same Trip.

1. To view Workflow from the SAP Easy Access Menu (the WinGUI launched by clicking the
ECC tab), begin by clicking the SAP Business Workplace “Inbox” icon near the upper left

of the SAP Easy Access Menu screen.

2. From the next window, open your “Outbox” by clicking the

triangle to the left of Outbox. Then select Started

workflows.

To the right, you will see all ECC transactions
submitted by you within the past thirty
days.

In that upper right quadrant of your screen,
single click the Trip in question. The same
Workflow steps that you see in the Trip
Workflow will display in the lower quadrant
below.

Follow the steps beginning with #4 in the

previous section, Opening and Re-
Submitting a Paid Expense Report .

ﬁ Meww message M Find folder M Find docurne!

= i workplace: TrainingODTO15
b E?InhMj
= & ou
E Documents.

Waorl: items executed by me
Forwarded work items

Iyl nmm daci

Started warkfiows (

2lelzl=] O [

0TO15

Iows
wecuted by me
ak iterns

ito

R EEIEEE R EEEEER

Started workflows (Since 10/04/2011)

W...|Wnrk item type

| itis

Status ‘Craatinn D.. |Craat\nn‘.. L|At‘

%89 (Sub workfiow Expense report D006005605 approval f... [*] 11/01/2011 12:09:13 5
=37 (Subwarlfiow Expense report 0006005602 appraval f.. o 11012011 12:07:44 5
89 (Sub wiorkfiow Expense report 0006005604 approval f... 9 11/01/2011 12:07:27 5
®29 (Subjworkflow [Expense report 0006005601 approval .| &2 11/01/2011 120707 5
=37 (Subwarlfiow Expense repart 0006005600 appraval f.. o 11/01/2011 12:06:52 5
%% (Subwiorkfiow Expense report 0006005606 approval f... 9 11/01/2011 12:06:34 5
%29 (Sub workfiow Expense report 0006005607 approval f.. [~ 11/01/2011 12:06:19 5
=37 (Subwarlfiow Expense report 0006005603 appraoval f.. o 11012011 12:09:53 5
8% (Subwiorkfiow Expense report 0018016280 approval f... 9 11/01/2011 11:13:110 5
%29 (Sub warkfiow Expense report 0006005605 approval f.. [~ 11/01/2011 09:59:06 5
&7 (Subwoarkfigw Expense report 0006005605 appraval £, & 11/01/2011 057:32 S

Current data for started workflow:

Chase

Exzpense report 0006005601 apg

/| |[Steps in this process so far

Step name

Object USROIDOHE Kevw ODTO1S Attribute HUMEER

Yalus

QObiect ZEO 1065 Kev 00096883 Attribute
ZUAVS JHEHATL Walue

Check if traveler is executive

Status  Result Time stal
1101201
Completed e
1101201
Completed LyoLc200
Conpleted Executed 117017201

NOTE: If you re-save a Trip, you will still see the initial Workflow line item here, but it will be a stopped
Workflow (logically deleted). Once that Trip is re-submitted, there will be a new Workflow line for that

submission with active information.

NOTE: You can also view Workflow from your ECC Inbox tab.
However, options are limited, and Workflow steps are not displayed

on the initial screen. If you have the ECC tab, and are able to open the
SAP Easy Access Menu, the Outbox available there provides better options and information.

1 You can change the time range by “Changing the Selection Period” within your Outbox options.

Change selsction period

12:07:08
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CHECKING STATUSES AND PAYMENTS USING LIST OF ALL TRIPS

VIEWING OPEN (UNPAID) TRIPS

Student | Travel &

1. Open Travel Manager and change Personnel Number Create Travel Request

. . Create Travel E
if searching on behalf of another person.
List of All Trips

Click List of All Trips near the top left of the screen.

Open Trips will IITraveI | Reason
display automatically. ™7 _ 76963 Naranno, Benedict
~ 123 Open Trips
= 11foe/20M9 NCC Certification
| Tra'{r“el Expenses MNCC Certification
[y 17 imid T

4. Pull column edges as needed to view status line.

5. Ifin the WebGUI, close Detailed Navigation panel — if taking up space on the left — by clicking Little Blue
Triangle in upper left of Detailed Navigation panel on left.

6. Statuses:

. Released for Approval, Trip Completed/ To Be Settled:
Saved in the system. May or may NOT have been sent to Approvers (You must Check Workflow),
Approval Not Completed

. Trip on Hold: Trip has been approved by Approver. Is awaiting AP (Accounts Payable) review and
approval (They check for receipt and complete the audit process)

. Trip Approved/Transferred to FI — Department and AP Approval has been received. Trip will move to
the Paid Trip Folder, and person will be paid the amount of that submission.

See the Status Messages and Icons page following.

7. If any Trips remain Open which you feel should have been Paid, review for the following possible statuses:
. Saved and not submitted
. Saved, submitted, not yet paid

. Previously paid, and re-opened, with additional expenses added, re-saved, and re-submitted, and
additional expenses not yet paid from re-submission.

. Saved, submitted, and accidentally saved again without submitting again (not in Workflow)
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VIEWING AMOUNTS AND MULTIPLE PAYMENTS ON PAID TRIPS

1. To review Trips within the Paid Trips folder, right click the Paid Trips folder, and select Expand Trips.

= & Open Trips-
(If in the WebGUI, close the Detailed Navigation panel on the left by clicking the Little b

Blue Triangle in upper left of Detailed Navigation panel.)

2. Each Expense Report will now display a header line (Trip line), and below that, its
Expense Report line.

3. The initial display will provide only a total of the amount paid on any Trip. You will need
to use the Display Payment History function for additional information.

Travel IRea_gon | Travel Expersa statement 1| Status | nrnamtlTEE' ur]
= 3 Open Trips
= 10/09/2012 Baltimore MD _ business meeting 180163
[& Travel Expenses business meating A Released for approval Trip Compilated{Ta ... 10,22 USD 18016
= 3 Paid Trips
= 0G/07/2012 Ft Lauderddle, ASOL Conference 18016;
[E Travel Expenses SOL Conference & approved Trip Approved) Tran... 480,00 USD 18016
¥ 09/01f2012 Gnecinnati Global Imnanirization Conf... 180163
E Travel Expenses Giobal Immunization Conf... & Approved Trip Approved/ Tran... 681,48 USD 180163

T

4. If a Trip was submitted and paid more than one time (for example airfare purchased [* "
in advance of travel, and then hotel accommodations, followed by individual belet | | G5 EH]
receipts), use the Display Payment History function, by clicking that button at the top ?ﬁsm
of the screen?.

5. In the Display Payment History screen, each individual Expense Report payment and date will display,
with the Total Paid, and the amount and date/s of the payment/s made.

For example, in the image below, a Paid Trip, which paid a total of $1,785.95, shows three individual
payments which total that amount, and their dates of payment.

157260 3092120 1 o 0641172012 1,758.9 @ [ St. Paul, MW

06/09/2012 06/117201 901 o MUSD JHEN 1903023358 e
0572072012 0572372013 USD  JHEN 1902687422 1 zZ01Z
D2/23/201l2 027237201 Ui JHEN 1802817232 1 201z

L57280 3085182 1 Iﬂ' 5 0541042012 0541372012 1,117.38 1,117.38 USD Seattle Ta

If specific payment type, delivery and encashment information is required on any payment, the payment
document number (Online Payment document number beginning with “19”) can be clicked and opened
for that information as well.

! The AP Display role may be required for this display. If your work responsibilities include tracking complicated expense reimbursements,
request that your ZSR Initiator request this role for you. ZRSC_AP_DISPLAY_ALL | AP Display . See the ZSR Fundamentals guide on
www.hopkinsmedicine.org/sap for more information if needed.
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VIEWING PREVIOUS AMOUNTS PAID ON OPEN TRIPS

1. In Open Trips above, you will only see the Total amount of an Expense
. . for approval Trip Completed/To ... 345.73 USD
Report. If previous payments were made (if the Expense Report was
. .. . . . for approval Trip Completed/To ... 42.50 USD
submitted and paid in increments, and now submitted again with

for approval Trip Completed/To ... 410.22 USD

15008729
15008729
15007718
15007718
15004704
15004704

additional expenses), you will not see evidence of previous payments
in this display. It will appear, instead, that the entire amount of the Expense Report is to be paid. You will
need to utilize the Display Payment History Function here as well, to know if only a partial payment will
be processed once approved.

2. To view previous and multiple payments on an Expense Report, click the Display [* T e
Payment History button at the top of the screen. As with Paid Trips, each individual velete | | 5] [N
Expense Report payment and date will display. I |

For example, in the image below, an Open Trip for a total of $1,307.75, shows that two previous
payments of $179 were made. Subtract the previous payments from the total amount to know the
amount which will be paid once the Open Expense Report has been approved and processed.

13056232 1 1 1l0/06/2003 1050672008 36.81 a6
1

s 3 10/10/2012 lo/12/38
| USD JHEN 1904095236 1 24
1 USp JHEN 1904080418 1 20

If specific payment type, delivery and encashment information is required on any payment, the payment
document number (Online Payment document number beginning with “19”) can be clicked and opened
for that information as well.
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STATUS MESSAGES AND ICONS IN THE INITIAL SCREEN AND LIST OF ALL TRIPS

TRIP TRIP Status  TRIP Status TRIP Status Description
Status | Display Display in Initial | Display in “List of

Stages | Terms Screen All Trips”

Trip p—— A Released for approval Onc'e .a'Trlp is saved, ?t w.iII be displa'uyed on
Completed to Change Travel Expen the initial screen and in List of All Trips.
be Settled The “Change Travel Expense” link will open
or, Trip for change if needed.
“Change e e The Trip has not been sent to Approver
Travel . g
Expense” The bell icon indicates that the date of the
P Trip is more than 30 days in the past of
future..
Submitted | Trip BT | A Releasedforapproval | The Trip terms and display do not change at
X’ Completed to Creats Travel Reque the status of the Trip being submitted to an
pprover Change Travel Expen|
be Settled No change in Approver.
or status term or To see status anfl designated Approver/s, open Trip. Click
ﬁ displa Services for Object button. Select Workflow, Workflow
“Change e S play overview. Double-click the latest submission line in Workflow
Travel s — A window (if more than one). Steps and “Agents” display in table
” . below.
Expense No change in status

. If Trip submitted, but saved again without being submitted
term or display again, Workflow window will display “logically deleted” as final
“Status” line.

If Trip never submitted, Workflow window will not display.
Instead, “There are no workflows that have already worked with
this object” will display.

—_—
Approved | Trip on Hold #Ccae rravei requem: ) @ Trip On Hold Once a Trip has been approved by the
by to be Settled Mﬁ ke e designated Travel Approver/s, the display

Approver changes, and the Trip is routed to Accounts
Payable (AP) for audit.
“Correct the
Travel “Correct the Travel Expense” link allows
Expense” access to the Trip to correct only if
necessary (as the Trip has already been
approved and sent to AP).
Approved | “Trip Only Open Trips The audit is complete. AP initiates a payment
b . - & Approved
y Approved/ [(display on initial document.
Accounts Transferred |[screen. Tripisin
Payable .
to FI Paid status.
Paid Paid on DATE [No display in initial |[rr=smmmmTe Payment has been posted. Date displays as
screen mans e | @Stimated receipt date, which is initially a

Pran A TeseswsTnsEradiF]

date in the future. If Trip had been paid in
previous submission, all payments will
display as a single combined amount as of
the most recent payment date.
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DISPLAYING THE ITEMS WITHIN A TRIP WITHOUT OPENING (OPEN OR PAID TRIPS)

1. InList of All Trips, expand the Open Trips or Paid Trips folder if not yet expanded (click Right-Facing
Triangle to the left of folder)

Expand the Trip line if not yet expanded.
Right-Click on the Expense Line (Line with Calculator)
Select Display

vk W

View the information that was entered and any automatic calculations associated. Similar to Results
display from inside Trip. This reflects only what has been entered, NOT actual payment.

6. This allows you to view a Trip, without disrupting any processing that might be occurring in that Trip (such
as approval, updating or payment)

7. Click Back to return to List of All Trips
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EXPENSE REPORT MANAGEMENT

RE-USE THE SAME EXPENSE REPORT / DATE RANGE FOR ALL ASSOCIATED EXPENSES
(INCREMENTAL PAYMENTS FOR ONE EXPENSE REPORT)

For Expense Reports specific to a date range (such as a conference or training travel), employee reimbursements
should be processed through a single Expense Report. The Trip document should be initiated as of the first
employee expenditure (such as prepayment of airfare, conference, or hotel deposit), for the actual date range of
the event/trip, even though initial expenses may be months in advance of the actual date range. The same Trip can
then be re-opened, added-to, and processed and approved again, as incremental expenses are incurred. SAP is
designed to allow such future-dated, re-usable, Expense Report documents. In this way, all associated expenses for
a trip, or date-based project, are captured and managed by the target date, and employees are appropriately
reimbursed as they incur expenses.

SAP tracks previous payments on re-used Trips, and only pays increments above the total previously paid.
Additionally, SAP will not allow a second Expense Report for the employee to include any of the dates already
used. Utilizing SAP’s functionality in this way — and by educating and requiring staff to use the actual date range —
you are making the tracking and management of reimbursements much easier for yourself and your finance
administration.

See the Travel and Business Expense payment history example below —how a single Trip and its date range — were
processed and paid in multiple increments. Each time one of these Trips was resubmitted, the total on the top line
reflected all Trip items cumulatively, but each payment was only for the amount not already paid.

4604 21017986 1 ﬂ? 6 06/25/2012 06/30/2012 5,399.33 §5,399.33 USD Rotterdam (Amsterdam)
07/19/2018 07/21/2018 Z2,280.13 1 U5 JHEN 1904018146 1 2013
12/16/2011 1272172011 3,1189.20 1 U5 JHEN 1903539826 1 zolz

4604 21018610 1 ﬂ? 6 06/11/2012 06/16/2012 7,452.21 7,452.21 USD Yokohawa, Japan
06/268/2018 06/30/2012 1,419,564 1 U5 JHEN 1903374714 1 z0lz
04/04/2012 04/07/2012 675.00 1 U5 JHEN 1903773270 1 zolz
03/14/2012 03/17/2012 5,357.65 1 U5 JHEN 1903727700 1 z20la
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ADDENDUM

APPROVAL “RULES,” AND VIEWING AND CHANGING ASSIGNED APPROVERS
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‘ WORKFLOW “RULES”

The assignment of the Approver is based on:

=  Cost Center

= Responsible Cost Center of the 10 (Internal Order), or

= Can be assigned for specific 10 (JHU) if done so via ZSR.

=  WBS Element/s charged.

= |f Approver assigned specifically to 10, no longer routes to the Approvers of the responsible Cost Center.

=  |f multiple Primary Travel Approvers assigned to one Cost Assignment (Cost Center, Internal Order...),
only one must approve to complete approval.

= Departments may choose to appoint additional Optional Travel Approver/s, all of whom must then
approve following Primary approval to complete transaction. Most departments choosing to not use
Optional Travel Approval to keep reimbursement process expedient.

VIEWING ASSIGNED APPROVERS

ECC Enterprise tab, WinGUI, “Easy Access Menu.”

End User Role (last folder)

Select last transaction, Get Workflow Agents from Responsibilities (transaction code: zzwf_useragents)
If cost assignment is a Cost Center, enter into the Cost Center field.

vk whe

If cost assignment is an Internal Order (10):

. Enter the 10 directly into the Internal Order field to see if Approvers assigned at the level of the 10.

° If no Approver assigned directly to 10, re-try by entering responsible Cost Center in Cost Center
field.

®  To find responsible Cost Center for Internal Order, CO Display, Display Internal Order. Responsible
Cost Center will display. Use that cost center to view cost center Approvers for 10.

6. Scroll to rule number/name of transaction to view assigned Approver/s. Rule 90000013 is CC Primary
Travel Approver/s, Rule 90000015 is CC Optional Travel Approver.

ASSIGNING WORKFLOW: ZSR TRANSACTION

1. ECC Enterprise tab, WinGUI, Easy Access Menu
Security and Workflow One Stop Shop Requester Role, Security and Workflow Request.

3. Use to assign workflow, including Internal Order for Travel and Reimbursement Approver (new
functionality as of 3/08)
Use to view current workflow assignments

5. Will suggest Approver Role if requested Approver does not yet have assigned.
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6. www.hopkinsfastfacts.org, Recorded Sessions, “A New Approach to Assigning Business Warehouse (BW)
Security and Workflow Approvers.” Also, search by “ZSR” in the Hopkins SAP blog,
http://sapathopkins.org .

APPROVER NOTIFICATION

For Approvers who wish to be notified that an expense report is pending their approval,

Approvers can subscribe though a new SAP transaction called ZWORKFLOW_EMAIL. Email notifications can be
especially helpful to those Approvers who do not log into SAP frequently or do not regularly check their SAP inbox.

For more information, go to the SAP@Hopkins blog page, and enter the search term ‘workflow approvers email,’
or click the below link if you are viewing this document electronically:
http://www.sapathopkins.org/2011/11/attention-travel-workflow-approvers-would-you-like-to-get-an-email-
everytime-a-request-comes-into-your-sap-inbox/

DELETING AN OPEN, UNPAID TRIP

ONLY delete Trips in the Open Trips folder

Access the Travel Manager

Click List of All Trips

Expand Open Trips folder if not yet expanded (click Right-Facing Triangle to the left of folder)
Locate the Trip (Expense Report), and Expand if not yet expanded

Right-click the Calculator Line (Expense Line) within the Trip

Select Delete

Click Yes

N U kAEWNRE

WOOPS, | FORGOT TO CHANGE THE PERSONNEL NUMBER: COPYING A TRIP BETWEEN
EMPLOYEES

Expense Reports can be copied. This will make quicker work if multiple people have identical expenses, or if the
same employee incurs the same expense as in a previous Trip.

Additionally, if a Trip was entered under the wrong Personnel Number (for example, the person entering did not
change the Personnel Number before making the entries), a Trip can be copied to a different Personnel Number,
and the original Trip deleted.

However, caution -- If the Trip contains a few receipts and notes, the best option is to simply delete (See Deleting
an Open, Unpaid Trip above), and re-create it in the correct Personnel Number.

Steps:

1. Obtain the Personnel Number and Trip Number that you would like to copy.

Create Travel Request
Create Travel Expense Rffport ... With Ref.
List of All Trips

My Open Trips
Start of Trip First Destination
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2. Open the Travel Manager (main Travel screen) and change the Personnel Number to the person for whom

the copied Trip should be applied.

3. Create the copied Trip by clicking the With Ref link (to the right of Create Travel Expense Report)

4. Enter the Personnel Number and Trip number of the Trip you wish to copy.

5. Enter the date that the copied Trip should begin.

|L=" Create Travel Expense Statement With Template &)

Reference
Personnel No. 00700463

Trip Begins On 02/01/201

If you set the date differently from the original, all of the receipt dates will Tio Location
update accordingly. All of the settings in the Trip will be copied.

Upload the receipts as you would any expense report. The receipts will not
automatically be uploaded for the copied Trip.

Trip Number 0036024069

2

Copy.

Start of Trip 02/02/2012

'

v ]iga]lx]

6. If you need to delete the original Trip, see Deleting an Open, Unpaid Trip above.

CHANGING SETTINGS TO VIEW ALL TRIPS (NOT DEFAULT 12 MONTHS)

SAP default settings will display the last 12 months of expense

reimbursements for any employee’s record.

If you need to view submissions and / or payments prior to 12 months, you

can easily change the setting.

1. Click to List of All Trips from the initial Travel

Manager screen.

q

Welcome to the Travel Managel‘

|# change || Display || Al Delete | ﬁ ;ﬁ

Create Travel Request
Create Travel Expense Report ... With Ref.

List of Al Trips

Open

Start of Trip First Destination

2. In List of All Trips, click the settings icon, and select Display All Trips.

3. Click the green check. You should then be able to see all Trips within
active SAP records for each Personnel Number you view.

n Last 12 Months
O Trips in Current Year

Travel Reason
=
P L Paid gt
J = settings for User
Selectig Period
@ Displgly All Trips

Initial Screen

[Ishow Overview Area

[ pisplay Graphics

Display Al Subsequent Actiities
[1Basis HTML (For Display problems)

Number of Input Help Entries
Text Fields 10
Country and Region

Acct Assign. Objects

MANAGING EXCHANGE RATES FOR INTERNATIONAL TRIPS
1. In Expense Receipts, select receipt type to initiate a receipt record. In Breakfast @ [lpaper
the currency field, click the little menu icon to display available L -
LTL  Lithuanian Lit;
currencies (will default to USD United States Dollars, or to the last LUF  Cinembour Fane
nse(MOP Macao Pataca
currency selected). Scroll to and select appropriate currency. KD ecedarian Derr
MWK Malawi Kwacha pxt Date
MR Maldive Ruyaa [~ SR
MTL  Maltess Lira [~]
=g LI
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Expense Receipts

2. The system will default to a 1/ 1 rate, which must be updated. Ex RocoptBRO0 S} Freakfast R
Amount 25.00 YR Malaysian Ringagit
Click into the Exchange Rate line, and then click the little menu Exchange Rate  /1.00000 Payment Amaunt

Short Info

icon to the right to bring up the Exchange Rate box. —

3. Enter the exchange rate in this box, and click the execute icon at the lower left to update your receipt.

Enter Exchange Rate

NOTE: If you need to find the exchange rate, many Internet sites
1 MY¥E = X 1 USD

provide this information, including the US Treasury, at ; 1Usp = 3.0918 % 1 MR

(OB octexrae |E[x]

www.fms.treas.gov/intn.html.

4. Click through (hit Enter) any “Exchange Rate Variance” messages.

5. Once entered for one item, it should default for additional items. You will have to re-select USD if needed for
additional receipts.

6. You can use the Results button to view the conversion made to double-check your entry.

NOTES ON SEARCHING

1. |If afield in Travel has a Piece of Paper at the end of the field to the right, you must Click in the field and
select the value from the list

2. |If afield is searchable, when you click in the field, an icon will appear at the end of the field on the right,
Click this and it will take you to a Search Criteria Screen

3. Inthe Search Criteria screen, locate the filed with the word “Name” and use this field

“kn

Use an before and after each search term, unless you would like SAP to only return items that begin with a
certain number or letter, or end with a certain number or letter. In those cases, leave the asteroid off of the end

which you want an exact match.

JHU SOM RESOURCES

JHU SOM REQUESTS AND ADVANCES

If requested Advance, do not enter Trip for Request until Advance received. Expense Report created will pull
workflow from Request / Advance, and advance will not be received.

1. Advance will only be issued 10 days prior to travel
Advance only for meals and incidentals.
Advance will only be issued if Accounts Payable ‘Travel Advance Recovery Form’ completed, faxed,
received, and noted: http://ssc.jhmi.edu/accountspayable/forms.html

4. For airfare and accommodations when traveler does not wish to pay out of pocket for reimbursement:
http://ssc.jhmi.edu > Supply Chain > Travel for Hopkins travel agencies to purchase through Online
Payment or Shopping Cart.
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5. University employees should take the University online course for Travel and Business Expense
Reimbursement, and the full complement of prerequisite online courses for full understanding of

University policies for expenses.

ENTERING THE REGION

For Domestic Travel

If travel includes an overnight stay, enter this code. This is the two-letter State postal code (such as WI for
Wisconsin) followed by a forward slash ‘/’ followed by a two-letter City code (such as MA for Madison).

To Enter Region Directly:

e Type in the State and City abbreviations in the Region box (For

example, WI/MA for Madison, Wisconsin).

To Search for Region:

e To search for the Region code (State code / City code) Click inside the
Region entry field to bring up the search icon to the right of that

field. Click it to bring up the search window.

Region -

MADISON, WI

TTT 207 ZaT0] TTFTIE [O0-™
11."22."291B| Time gE:o

Bar Harhar Maine

Us | Region | ) ALL
9
estinations

e You may see a long listing from which you
can search with the binoculars. You can
search, but this listing is incomplete...

\Region |Trimnry 1

ABERDIEEN, MD
ABILEME, T

VARE  ABINGDOMN, VA
AKIAD  ADAK, AK

COMAD ADAMS COUNTY, CO

MOVAB
THIAB

e Or, you may see just one or

several Region codes that you
have previously searched for and

used recently.

El £ (s A
Region of Main Destination (1)

Restrictions |

REEEREEERE

... |Region|Trip Cou... “

US MY O OWEGD, MY

e However, the most reliable method to search for Region is to open the Search Criteria Box, enter the
State Code, and ask SAP to then give you a specific list from which to choose.

- From the initial search window, click the bar at the top of the listing (WinGUI), or the sideways triangle

(WebGUI) to open the Search Criteria box.

[ Region of Main Destinatmana List: Region of Mair
O S

EONONNEEERE
o [Rogion]Tip Coun..

LS NYIOW OWEGD, MY

@Fersn& List Region of Main Destination (1)

» Search Criteria

vESE]
Ctr Region % Trip Country
us NYIOW OWEGO, NY

1 Entry found
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- USING THE TAB KEY on your keyboard, tab
to the Country/Group/Region box

e Type in the two-letter State abbreviation (to
narrow the list to just the selections).

e Click the Green Check (Start Search)

e From the list that displays, double click your
selection.

NOTE: Many cities and towns do not have their own
listing. Select the closest one.

For International Travel

A five-letter code for the city or province (this field may be

Berlin; KATHM = Kathmandu...

e  C(Click the search icon to the right of the
Region box

e Click the bar to open the search criteria
box.

e USING THE TAB KEY ON YOUR

= Ragion of Wain Destrason (11Personal Value LISt Region of )

—m USE YOUR. TAB KEY
Trp Courbep/Giroug: (=] v (4] to move your
ConrtryGitongFlogion ( cursor to the
N of Trip Conrtry Cuu_rrtryIGruupI

Region box.
Mamrn s, of Hity 2008

ntirel|  Trip Country/Group E
Courtry/Group/Fegion E
Wame of Trip Country

U

Maxium Mo, of Hits 2000

5

—]&]H]

empty for some countries).

For example, BERLI =

Fllsl sl I
Trip Country & Region || ) MO
Reason for Trip |IL’
[l wditinmal Pactinatinne /
| A

-

'l:
o LA Is] 1 A =1 = =T Y
ctr[Reqion [Trip Count... |

KEYBOARD’ tab to the Tiip Courtiy/Group

Country/Group/Region box, N of T Doy

and enter up to five letters of
the city, town, province....

e C(Click the Green Check to start
search...

Marimum Mo of Hits

[
County/GroupdRegion  [E]toror| |

—

e Double click the selection to

fill in the field. This will
automatically fill the Country
box as well.
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|LODGING: SOM EMPLOYEES, AND JHHS EMPLOYEES CHARGING TO SOM INTERNAL ORDERS

Lodging amounts must be split out by taxes (Domestic only), the standard “allowed” amount, and the

remainder of the room rate as “in excess.”

=  Lodging — Taxes for US Lodging (all lodging taxes)

=  Lodging (all room rate up to the allowed amount — SAP will give you that figure)

=  Lodging US in Excess of Max (the remainder room rate which is above the “allowed”)

All non-lodging charges, such as parking, meals, shuttles must be entered separately.

1. Enter Lodging Taxes

- Add all taxes items into a total. Enter that total into
the Exp. Receipt field, using the category Lodging —
Taxes for US Lodging.

Exp.Receipt o002 al .

Amount License/Registration Fees ﬂ

Short Info Lodg PD - Intl inexcess of max

ﬂ*\dditional InformaLoug FD-US in excess of max =
) Lodging

| comments Lodging - Intl Excess of Max

ﬂ»\lte WENTASWENE| 0dging - Taxes for US Lodging

Lodging - US in Excess of Max ;I

Do NOT use the category: Lodging PD — Taxes for US Lodging unless the traveler is to not

be reimbursed for this expense.

- View the From and To date and Number of

Expense Receipts

. ) Exp.Receipt 002 |Lodging - Taxes for US Lodging ] Paper Receipt Exists
days as carried down from General Trip pmm— OnfedSiaes Dolar @] on 0270172008
Data. Make any changes needed. From 02/01/2009 To |02/05/200% Mumber 4
. k|| Additional Information
- Enter the City only. =
City Akron, Chio
. . . . . Country us Region QH/LK
- Click in the Provider box, and then the search icon that will appear on o s | |
Akron, Ohio
its right. =l %K/

- Enter part of Hotel Chain name in Provider name
field. Click Start Search (Web GUI) or the green
check (Win GUI).

- Double-click on the name of the Hotel Chain to
enter the code into the box.

- If the Hotel Chain is not listed, or lodging was
through a non-chain, use ZZZ as the Provider
Code.

[ Provider Code (1) Y Festnclons
- =
PGy [[F]
Provider Code [ ] Provider Category: H
[ E—
Co... 1 Provider Name
EH ALL BRANDS FOR HILTON
Maxdimum No. of His
HH  |HILTON CORP.
Jolm HL  HILTOM INTL
—
‘Akron, Chio [ﬂ)

lus | Region |on/2]

eq. Hotel Chain Bl Provider ZZZ THER HOTEL
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2' Enter LOdglng (Room Rate) Lodg PD - Intl inexcess of max
Lodg PD - US in excess of max

- Add up the room rate charges, and enter them as a total in the category Lodging. |iedaiia
Lodging - Int'l Excess of Max

- The From and To dates and Number of nights of stay should carry from General  ®|tedging - Taxes for US Lodging
Lodging - US in Excess of Max

Trlp Data Lodging PD - Taxes for US Lodg
’ Lodging Pd. by JH

= ThrmmimE

- (Do not use the category: Lodging Pd. By JH unless the traveler is to not be | Additonsl information

reimbursed for this expense). City Akron, Ohio
Country us Region OH/LE

- You will need to re-enter the City, Country and Region information.

iy e | e
Prov. Categ. | Hotel Chain

- Click Transfer.

=
Altemaj

that Region, and you will see an error message giving you the exact amount allowed for the number of days

- Look at the bottom left of the screen. Most lodging exceeds the allowed amount for

1 new Rece

entered for that region.

- You will replace the original amount you entered for lodging with the allowed amount, and hit the Transfer

button again' to send to the table below. B Amount exceeds maximum amount 4x  138.00( 552.00)UsSD

3. Lodging — US In-Excess of Max
- Enter remaining lodging amount as Lodging — US In-Excess of Max (NOT Lodging PD US in Excess of Max).

- Sample Domestic Trip Lodging Receipt Lines.

- 001 - Lodging — Taxes for US Lodging - $20.00
- 002 - Lodging (Room Rate amount allowed by SAP) - $90.00
- 003 - Lodging — US in Excess of Max (Remaining Room Rate amount) - $10.00
Total Lodging Charges $120.00
Lodg Pb - fntl inexcess of max
4. International Lodging Lodg PD - US in excess of max

. . . Lodgin
For International lodging, do not make a separate line for taxes. Instead, mghg,mq Excess of Max

. . . . _ ’ Lodging - Taxes for US Lodging
split the lodging expenses between Lodging and Lodging — Int’l Excess Lodging - US in Excess of Max

of Max Lodging PD - Taxes for US Lodg
' I adnina PA hv 1H [«

5. Additional Charges
Any non-lodging items (such as meals and parking) that appear on the hotel bill should be entered as separate
items. Enter each approved non-lodging expense as a separate expense in the appropriate Expense Category.

Addendum I Page 45



Reference | Expense Reimbursement

RESOURCES, NOTES AND ADDITIONAL INFORMATION

JHU Travel Policies and Procedures

Student | Travel &

The JHU training group — Learning Resources — has created multiple online and in-class training
opportunities for employees working with JHU funds and employees, including an online and in-class
Travel and Reimbursement training. Please visit the Hopkins MyLearning to view and enroll in these
opportunities.

The Knowledge Network: created by the JHU Training department, provides instructions, guidelines, job
aids, contacts, and many additional online courses, in class courses.... Click the Knowledge Network tab
when you log into SAP. Use the search box, or click through options on the left or top navigation bars.

To be sure that you have received all necessary information, University employees utilizing the Travel
and Expense Reimbursement transaction should take the University online course for Travel and
Business Expense Reimbursement, and the full complement of prerequisite online courses for full
understanding of University policies for expenses.

Additional Resources

1. www.sapathopkins.org

e Enter search terms, including “Travel,” “Expense Reimbursements,” “ZSR,” “Workflow”
e Search through Archives, including March 2009 issue.

2. Mylearning: http://my.johnshopkins.edu ; click the MyLearning link.

3. FastFacts
http://www.hopkinsfastfacts.org/ click “recorded sessions,” and scroll to find useful subjects.

4. Accounts Payable Shared Services: http://ssc.jhmi.edu/accountspayable/index.html

e  Forms, Staff Contacts
e Supply Chain, Travel Center

5. Supply Chain Shared Services Travel Center: http://ssc.jhmi.edu/supplychain/travel/index.html

6. Training
e JHHS Training, Workshops, Coaching, Support (Including SOM, DOM): Abena Carr-Walker
410-735-7065 or www.hopkinsmedicine.org/sap
e JHU Training, Classroom Courses, use the Knowledge Network, or Contact Kathie Ruth, 443-997-6453
(Including SOM, DOM)

7. Support
e apSSC@jhmi.edu
e 443-997-6688
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